AL HABBAI Contracting L.L.C

Attention

Subject

Date: 16™ May 2016
Ref# AHC/FCA/062/16

CIRCULAR

All Staff

Personal Loans Terms and Conditions.

With reference to the above mentioned subject, please find bellow the terms &
conditions for applying to personal loans: -

1.

2.

3.

10.

Period of applicant duty in the company
shall not be less than (3) three years

Request for loan shall be for essential
reasons with supporting documents.

Request for new loan wil not be
approved unless passing the period of 2
years from settlement of last loan.

In any event whatsoever, the value of the
loan shall not exceed the amount of (3)
three months of the basic salary or End
service gratuity, whichever is less.

The period of loan settlement shall not be
more than (12) months.

Loan applicant shall comply with the
conditions of obligations and competency
during the work as well as the good
conduct.

The priority of loan approval shall be to
the seniority in company and the
importance of the request reasons.

In the event of having previous loan, the
applicant should have settled in the
specified period of time.

The company shall have the right to
reject / accept (the loan request) in
accordance to the condition and the
requirements of the work.

In case of loan approval, an undated
security cheque with the same loan
amount shall be deposited by loan
receiver until full settlement of the loan.
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This is for your kind information and further action, to apply only if terms and conditions
are applicable for yourself.

Thanks & Regards,
For Al Habbai Contracting L.L.C

Mohammad
Administration Mana
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Al Habbai Contracting L.L.C

Salary Increment Request

Employee’s Details:

Emp. Name Sar/,"y/ Emp.Card No. //2 .=
Current Profession : WMU//O WIgAA")
% Evaluation Period gs Current
Profession
Reason for Request
Increment
Working Under - [&-Company [ Subcontractor (Group...

Remarks C re&f M?ML‘B_SJL /4&*)’1

(1) /

Recommended By:
Name/Signature Date:
Administration Department
Joining Date : 7— [ |o /Q@OL{ Visa Expiry Date
Current Contract
Profession
Remarks
Admin. Manager Sign Date :
Account Department
Last Increment Date : Last Increment Amount
Current Salary : = 6 / ddA{
Remarks
Account. Sign Date :

Management Approval

Approved Increment 2 BN ( %A
Salary After Increment 32/ D cw\-
Date of Applying the _ i i

New Salary ' Yaradn - A X
Remarks

Operations Mana?_ér

\ General Manager




